
Welcome to 
Managing the Finances of Your 

NHPRC Grant
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Agenda

Basics of Managing a NHPRC Grant  --
Presented by Annette Paul

Submitting Accurate Payment Requests 
and Completing Federal Financial 
Reports –Presented by Annette Paul

General Questions –



Resources for NHPRC Grantees
• The Slides from this Presentation
• Information on our website at: 

http://www.archives.gov/nhprc/ad
minister/
– A new “An Introduction To Financial 

Management For Grant Recipients “ 
(June 17, 2015)

– Requesting Payments 
– Completing Reports

• NHPRC Staff: 
http://www.archives.gov/nhprc/co
ntact.html
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http://www.archives.gov/nhprc/administer/
http://www.archives.gov/nhprc/contact.html


Managing a Federal Grant
Federal Financial Management 

Standards require:
• Accounting methods that 

provide accurate and 
complete information about 
all financial transactions 
related to each Federally-
supported project

• Accounting records to be 
maintained on a current 
basis and balanced monthly

• All costs to be reasonable, 
allowable, and properly 
allocated
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Grant Award Summary – Part I
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Report Requirements Grant Award 
Summary – Part II
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Your Approved Budget

• The date of your 
approved budget is in 
your Grant Award 
Summary

• Some changes are 
permissible, if the cost 
category already exists.

• Best approach is to ask 
program officer in all 
cases. 
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Cost Share
• NHPRC requires cost share on almost all 

grants (generally at least a one to one 
match).

• NHPRC grant recipients are not permitted 
to use grant funds for indirect costs (see 2 
CFR 2600.101).

• Grant recipient may use indirect cost for 
cost sharing.

• Must report on it as you request 
payments.

• Include current numbers in Federal 
Financial Reports. 

• If you are behind on your pledged cost 
share as you reach end of grant, contact 
us immediately to avoid penalties. 

• See: 
http://www.archives.gov/nhprc/administe
r/costshare.html
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http://www.ecfr.gov/cgi-bin/text-idx?SID=c68b5e1e048a450be1e68ec84030e87b&mc=true&node=se2.1.2600_1101&rgn=div8
http://www.archives.gov/nhprc/administer/costshare.html


Auditing
• If your organization receives more 

more than $750,000 in federal 
grants, you must complete an A-133 
Single Audit and notify us of its 
completion.  

• If your organization receives less 
than $750,000 in federal funds, you 
may be selected for audit by NHPRC 
staff, the National Archives’ 
Inspector General, or the 
Government Accountability Office.

• Audits can happen up to three years 
after the close of a project.

• Keep records!
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Best Practices 
• Establish separation of duties: 

person who requests payment 
does not sign check.

• If your accounting system can’t 
track accounts sufficiently, you 
may want to  establish separate 
bank accounts for federal funds 
so they do not get mixed with 
operating expenses.

• All grant related expenses must 
take place during the grant 
period!
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Best Practices, cont. 
• Develop personnel, 

purchasing, travel, and 
budget policies. 

• Keep documentation of 
expenses and contributions 
to the project for 
personnel, volunteers, 
purchases, in-kind 
donations, etc.

• Keep these records for 
three years after you 
submit the last Financial 
Report
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Example of Tracking Personnel
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Example of Consultant/Services
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New Rules for Procurements
For grant recipients after December 26, 2014 who are 

NOT states:
• Must have a written policy including conflict of interest 

rules.
• Purchases under $3,000 are micro-purchases and may 

be procured using reasonable methods to ensure costs 
are fair.

• Purchases over $3,000 must be controlled by small 
purchase procedures, sealed bids, competitive 
proposals.

• Grantee will need to develop procurement policies and 
maintain documentation that they followed them.
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Sole Source Procurement

• If you are doing a sole source procurement 
above $3,000, you need to get permission 
from the NHPRC and we will need to know 
why the product/person is the best and only 
choice for the purpose.

• Again these rules do not apply to States!!!
• (see 2 CFR 200.317-326)
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http://www.ecfr.gov/cgi-bin/text-idx?node=2:1.1.2.2.1.4.31&rgn=div7


More Information is Available

• Classes from commercial providers
• Material on our website about other 

requirements
• Training classes from other federal funders such 

as EPA: 
http://www.epa.gov/ogd/training/section15.htm

??  Questions  ??
Ask via the Question Feature or send us email at 

nhprc@nara.gov
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http://www.epa.gov/ogd/training/section15.htm
mailto:nhprc@nara.gov


Agenda

Basics of Managing a NHPRC Grant  --
Presented by Annette Paul

Completing Financial Capability 
Questionnaire (NA-Form 17003) –
Presented by Annette Paul

Submitting Accurate Payment Requests 
and Completing Federal Financial 
Reports– Presented by Annette Paul



Completing Financial 
Capability Questionnaire 
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Grant Recipient’s Accounting 
System and Financial 
Capability Questionnaire

Purpose and Use of the Information

• NARA’s OIG office conducted an audit of 
the NHPRC and recommended the 
questionnaire as a method to improve 
its financial monitoring of grantees.  

• The questionnaire assists in determining 
those applicants requiring special 
attention in  matters relating to the 
accountability of Federal funds.

• This is a one-time questionnaire and 
assists the NHPRC in pre-screening 
applicants to avoid high-risk situations 
and protect Federal funds.
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Financial Capability Questionnaire 
Cont’d

 Changes in the revised Title 2 from December 26, 2014 
that increased the amount of grant funds given to a 
single institution.

 Office and Management Guidance for Grants and 
Agreement recipients are required to maintain 
adequate accounting controls and systems in managing 
and administering Federal funds.

 The questionnaire also serves as:
 Additional safeguards for Federal funds
 A pre-audit function 
 Identifying potential deficiencies and weaknesses
 Minimizing the risk of fraud, waste, and abuse
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Submitting Accurate Payment 
Requests
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First Steps
• Make sure your narrative and financial reports 

are up to date; check your award letter for Report 
Requirements

• NHPRC’s website:  https://archives.gov/nhprc
• “Administer a Grant” page:
http://www.archives.gov/nhprc/administer/
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https://archives.gov/nhprc
http://www.archives.gov/nhprc/administer/


First Steps- (cont.)

• SAM: Make sure organization is registered in 
SAM and registration is updated yearly

• www.SAM.gov
• SF 270
• http://www.archives.gov/nhprc/administer/payment-

instructions.html

http://www.ccr.gov/
http://www.archives.gov/nhprc/administer/payment-instructions.html
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https://www.archives.gov/nhprc
https://www.archives.gov/nhprc
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Two Types of Requests:  
Reimbursements & Advances
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Reimbursements

• Request period  and prior request amounts
• Include total program outlays to date, 

numbers should increase
• Cost share 
• Numbers should be cumulative



Advances

• Can be for no more than 2 months worth of 
expenses

• As noted by project period dates
• Written explanation needs to be included
• Cost share
• “Estimated net cash outlays for advance 

period” (d) should typically = (i) “Federal 
amount now requested”



Reminders:
• Include correct grant number 
• If multiple grants, funds accounted for separately
• Check auto-fill function and cumulative numbers
• Payment Requests can be combined
• Keep running total of funds used in specific categories
• Reports must be up to date
• Cost share must be included- or a written explanation 

should be provided if not currently meeting your cost 
share 

• Contact program officer (in advance) if cost share will 
not be met by end of grant period.



The Last Step-Submit!
• Fax  to 202-357-5914, or scan and email as 

PDF to nhprc@nara.gov
• Duplicates are not needed
• Tracking Payments:

– www.ipp.gov

• Questions?  Call 202-357-5010 
• or email nhprc@nara.gov

mailto:nhprc@nara.gov
http://www.ipp.gov/
mailto:nhprc@nara.gov


Completing the Federal Financial 
Report – SF 425 Form

“How to” Properly complete the 
SF -425



NHPRC Web Links for SF -425 
Instructions

• FFR SF- 425 –
Instructions 
– http://www.archives.gov

/nhprc/administer/repor
ting.html

• FFR SF-425 – Fillable 
PDF
– http://na.fs.fed.us/fap/sf

425-fillable.pdf

http://www.archives.gov/nhprc/administer/reporting.html
http://na.fs.fed.us/fap/sf425-fillable.pdf
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https://www.archives.gov/nhprc/administer
https://www.archives.gov/nhprc/administer


Completing the Federal Financial 
Report – SF 425 Form

Required fields to 
complete:

Box 1. Federal Agency  -
NHPRC

Box 2. Federal Grant – NHPRC 
Grant #

Box 3. Recipient Organization 
(Complete address)

Box 4. a. Enter your DUNS 
number, b. Enter your 
organization's Employer 
Identification Number 
(EIN), or Tax Identification 
Number (TIN) 

Box 6. Report Type
Box 7. Basis of Accounting



Completing the Federal Financial 
Report – SF 425 Form

Continue
Box 8. Project/Grant Period
From (Month, Day, Year)
To: (Month, Day, Year) 
Box 9. Reporting Period End Date (Month, Day, Year)



Completing the Federal Financial 
Report – SF 425 Form

Continue
Box. 10 – Transactions
Federal Cash:
• Indicate the amount of NHPRC funds received as of the date in no. 9 
• Show expenses paid to date with NHPRC funds 
• Indicate if any cash is left over (10a. minus 10b.) This may be a negative 

number if you have spent more than you have received.



Completing the Federal Financial 
Report – SF 425 Form

Continue
Federal Expenditures and Unobligated Balance:
• Enter the full amount of the grant 
• Indicate the NHPRC share of all allowable project costs that have been incurred and/or 

paid as of the date in no. 9 above. NOTE: All expenditures must be allowable and 
appropriate. Expense documentation (e.g., timesheets, payroll records, contracts, receipts, 
invoices, cancelled checks, etc.) must be maintained and available for submission upon 
request. 

• If you have expenses which have been obligated (contracts, etc.) and will be paid with 
NHPRC funds, enter that amount here, otherwise enter $0. 

• Enter the total of 10e. and 10f. 
• Enter the remaining NHPRC funds not yet spent or obligated (lines 10d. minus 10g.)



Completing the Federal Financial 
Report – SF 425 Form

Continue

Recipient Share:
• Enter your share of allowable and allocable project costs (cost sharing as shown on the Grant 

Award Summary). This may include the value of allowable and allocable third party in-kind 
contributions and indirect costs if in the approved budget or as amended. 

• Show how much of your share has been spent as of the date in no. 9 
• Enter how much of your share is still to be provided/spent on the grant (lines 10i. minus 10j). If 

this is a final report, enter $0.



Completing the Federal Financial 
Report – SF 425 Form

Box. 13 Certification
• A. Typed or Printed Name 

and Title of Authorized 
Certifying Official

• B. Signature of 
Authorized Certifying 
Official

• C. Telephone (Area code, 
number and extension)

• D. Email Address
• E. Date Report Submitted 

( Month, Day, Year)



Cost Share Required

$$$ COST SHARE $$$



THANK YOU!!
Resources for NHPRC Grantees

• The Slides from this Presentation
• Information on our website at: 

http://www.archives.gov/nhprc/administer/
– “An Introduction To Financial Management For 

Grant Recipients “ (June 17, 2015)
– Requesting Payments 
– Completing Reports

• NHPRC Staff: 
http://www.archives.gov/nhprc/contact.html
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